Process for Receiving and Depositing
Checks From Vendors

All checks
are forwarded

An Accounting Tech
(currently Cindy Litz)

to 4120 State
Office Building

receives checks for the
entire Division

The Accouting Tech

1. Writes the checks on the log sheet

2. Stamps the checks with the date
of receipt

3. Makes two copies of the checks
(one for the Appropriate Accountant
and one for the Depositor

4. Enters information on the checks into
the DF55 Excel file by Program
(Administration, Fuel, Surplus and
Motor Pool)
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Depositor
1. Reconciles the checks with

Distribution of checks and DF55's
1. The actual checks for deposit, one
set of check copies, and a printed
copy of the DF55 goes to
Depositor from the Accounting Tech
2. The second set of check copies, the
actual check stubs and any attachments
information are forwarded to Accountants
3. Electronic copy of DF55 is sent to
Accountants from the Accounting Tech
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what is entered on DF55

2. Completes deposit slip

3. Completes the deposit details
on space provided on deposit
bag to be used

4. Puts checks and white deposit
slip in deposit slip in deposit

The Accounting Tech

1. Delivers the deposit bag to
the Treasurer's Office

2. Attachs the bag tear strip to

bag and seal

5. Gives the deposit bag, check
copies and DF55 to Accounting
Technician

6. Sends the pink deposit slip
copy to the accountants

front of DF55
3. Attachs the DF55 to check copies
4. Puts all the above information

in deposit binder

Accounting Tech

Accountant for approval)

File
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1. Use check copies to make CR entries into ARS on FINET (Give to the

Enter actual CR number used for each check on e-copy of the DF55
Make hard copy of completed DF55
Attach pink deposit slip and check copies to DF55 (DF55 on top)

Forward electronic copy of the DF55 to David Lamb (EDQO's Office
for accountant reconciliation (must include CR#'s)




